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1 EPSS Preparation —User’s Guide

The EPSS (Electronic Proposal Submission System) allows Proposers to create their
proposal completely on-line without downloading or saving anything on their local
personal computer. The EPSS service is available via the Internet as a Web based
application.

The System requirements are:

A connection to the Internet

A screen with a 1024x768 resolution and small fonts. Users should not use the font
scaling option that is available with some browsers to enlarge the font size in the A
forms, as this may lead to unpredictable results while visualizing the forms

Internet Explorer 6.0 and above or

Netscape Navigator 7.0 and above or

Mozilla Firefox 1.0 and above or

Opera 6.0 and above or
- Mac OS X Mozilla Firefox browser for Apple Macintosh users (Mac OS 9 is not
supported and Safari neither) see Note on p.19

1.1 Getting a user ID and password

Access to the EPSSis provided via the respective CIP call page (see
http://ec.europa.eu/enterprise/funding/files/themes 2007/calls_prop.htm). On the call page, go
to the box "Prepare and submit a proposal for this call”. You will arrive at the EPSS start
page. Click on "Register" for ONLINE preparation and submission, fill in the registration
form and submit it. The EPSS will send you coordinator and partner usernames and
passwords by e-mail.

The login and password is linked to only one proposal (under the specified call you have
chosen). For each other proposal under CIP calls you want to prepare you have to register
again, following the procedure described above.

1 screen resolution of 640 x 480 or VGA will prevent the forms from being completely displayed on
screen, preventing access to the save or validate button
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1.2 Login

1.2.1 Initial Login

As a coordinator you must use the login and password that has been sent to you by e-mail
to access the EPSS.

- Go to https://www.epss-fp7.org/cip/
- Introduce the Coordinator User ID

- Enter the Coordinator Password

- Change the Coordinator Password

- Enter the Partner Password

- Change the Partner Password

Distribute the Partner username and the modified Partner password to your partners —if
any.

1.2.2 Subsequent Logins

- Go to https://www.epss-fp7.org/cip/
- Introduce the —Coordinator or Partner- User ID
- Enter the —-modified Coordinator or Partner- Password

Note: By entering the proposal as a partner, you can only access your A2 Form for
editing. Partners can view all proposal information but only edit A2 forms.

Tipl: Reduce typing errors: Write logins and passwords in a text program
and copy/paste them into the fields. This prevents mis-typing errors.
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1.3 General

= EPSS FP7: Prepare Proposal - Windows Internet Explorer
0" = [ Mtpsfporww o7 orafciproposalGeneral. S Y EEES B
e Edit iew Faortes Tools Hep
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Important legal notice

Contact | Search
What's new? | Site map | Indes | FAQ | About this site
E—TTTTTTE—
THE COMPETITIVENESS AND INNOVATION FRAMEWORK PROGRAMME
(CIP)
i N Prepare Proposal Change Password Check Validation Subimil Proposal Laguut
| Geoeral Proposal Setup Part A Fart B History
General Information
T
S Call Selected: CIP-TEST-CALL
P i Sub-Scheme Selocted: 5581
A Propasal 102 Not available
Propesal status: Proposal NOT submisted
ey
- The information below In been supplied durin e the registration phase; the information uonlleé during
J the registration s not inherited in the EPSS account since it is co nmlm-eul dl m l|lr not he
mudified but is NOT ulud Tur the evaluation of the propasal. Hake et Dt e
present in the A forms and Part 0.
EETTTYTTT—
Title: ardasd
Coordinator:
TR Nama: asd asd
Address;
asd
T axd
FAGS asd
E—TTT—
T

Now, you may prepare the proposal. By clicking on the “General” Tab, you can find
information about:

- The call
- The Coordinator’s Details
- The proposal’s status

1. If the co-ordinator details change, you do not need to register again; co-ordinator
information is taken from the A2 forms.

2. If you wish to modify the Title of the proposal you will have to do it in the forms.
The title appearing in this page is taken from the registration data and cannot be
changed. This does not affect the submitted proposal, because what is evaluated is
the content of the forms and the Part B.

Go to “Proposal setup”.
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1.4 Proposal Setup

In the proposal setup section you define the number of partners that participate in
your project.

= EPSS FP7: Prepare Proposal - Windows Internet Explorer

& - |2 tsitrvem oo o7 ovalcpiroposalSetp fip?e=1190640820208 21 ][4 1> =
e Edit Yew Favortes Took Help

W& [mEen Pro epes-... 8 Euroy Esion -, 48 EPSS FPT: Prepare P, X fo- @ & - [rpae- @Tok-

Important legal notice

. : European Commission
p Commission = LIF - Lompelitiveness & lnnovation Framesord Lo 5
What's new? | Site map | Indes | FAQ | About this site

THE COMPETITIVENESS AND INNOVATION FRAMEWORK PROGRAMME
(CIP)
. | Prepare Propocal |
Pip=====
e —
T
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Change Password Chack Validation Submit Propasal Loguot
General | | Propusal setup | Part A Fart e Histary
Proposal Participants

Participant 10 Organisation shart name AZ-Link  A3-Link E-maill{s)

1 azd (-] =] alben, y.¢ change email

Add Participant

Organisation Short Name
Participant E-mall{s}
add participard
—TT
TN

@ Internat Hiow -

- Make sure that the co-ordinator e-mail address is correct.

To add a partner to the proposal, type in the partner Short name and e-mail
address in the relevant fields and click on “add”.

If you include multiple e-mail addresses, you must separate them with a semi
colon *;’

The partner gets added to the proposal.

- The system automatically creates the appropriate number of A2 forms for all
the participants that are defined for the proposal.

Tip|- The e-mail addresses introduced here are used by EPSS to send

automatic e-mail confirmation once the proposal is submitted/transferred for
evaluation. Please check that they are complete and accurate
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~ EPSS FP7: Prepare Proposal - Windows Internet Explorer
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By clicking on the “Rearrange participant order” link you can change the order of
the participants.

Note: The first participant is always the co-ordinator.
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1.5 Part A
This section deals with the administrative forms of the proposal or Part A.

= EPSS FP7: Prepare Proposal - Windows Internet Explorer
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§

@ Interret Hiw -

The Proposers need to fill the A forms appropriately and save them on the EPSS
server. Also, each form can be downloaded as a PDF file to your hard disk. Check
the relevant fields and click on “download” to receive PDF copies of the Part A
forms.

Part A shows the overview of forms Al, A2, A3. Click on the links that are listed
below “Form name” to access the forms.
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< A1 - Windows Internet Explorer
i&https://www.epss—fp?.org/cip/formprocessor?&form[d:113&id:11699 193594848 cmd=Get Form

n Form

Competitiveness. and Innovation
Framework Programme

Cip 2007-2013

General Information on the Proposal

Proposed acronym of the project (max. 20 characters)

Is the proposal submitted by a group of host organisations (consortium)? Clyves[Clne
If yes, please indicate the number of host organisations involved A x

Scroll to the bottom of the page —
In any case, please describe briefly (network with local relays; single organisation providin, to validate, wiew validation

ctrors and save the form back to
EPSS

Note:

Does the proposal submitted include the offering of integrated services (Article 21.2 (CIP) _ ~umbers should be
¢ entered in the following
I 1 i hich S ice Module i S bt 1 = "~ formar: '1000". '1000.00".
no, please specify which Service Module is covered by the proposal [ 7S B onu=r 1000L 1000 00
- 10N, 1 000,00
Does the geographical area covered by the proposal correspond to the nomenclature
- In the A3 form vou MUST

NUTS4?
If yes. please indicate the reference number of the NUTS1 covered e
| Mot Applicable ~ | that vou wish to leave

¥ o o SmDpty

If no. please describe briefly the geographical area proposed (comparable. larger. smaller)

[rae

Contact person for the proposal in the coordinator’s host organisation
Title Sex < e[ m
Current Family Name -
First Name I Function

Done & Internet #, 100% -

<~ A1 - Windows Internet Explorer

iéhttp f/www _epss-fp7.org/cip/formprocessor?&formId=113&id=11699193594848&cmd=Get Form

Sompetitiveness and Innowvation
Framework Programme
cipr 2007-2013
Telephone n° Fax n®
E-mail

Objectives (max. 2000 char.)

Description of the work (max. 2000 characters)

Milestones and expected results (max. 2000 characters)

Mo value specified for mandatory field "Proposed acronym of the project (max. 20 characters)”

Done & Internet ®.100% -

- Fill the fields with data. (Fields with bold captions are mandatory fields; *“-*
or “0” are the values that designate the “none” or “Non applicable” value)

- Press the “Validate” button at the bottom of the form: The validation is
looking for formal errors in the forms. If it finds errors, it indicates which

fields are wrongly filled.

- Ifall the necessary fields are filled you will find “no validation errors” at the
bottom of the form.
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<~ A1 - Windows Internet Explorer

Objectives (max. 2000 char.)

Objectives

Description of the work (max. 2000 characters)

Description

Milestones and expected results (max. 2000 characters)

Milestones and results

Mo Validation Errors

I Save Form Validate

& |https://www.epss-fp7.org/cip/formprocessor £ |
g Competitiveness. and Innowvation -~
Framework Pragrammme o
Cilp - 2007-2013
Telephone n* 123123 Fax n® 123123
E-mail  [123123 ]

\(‘

Done & Internet #.100% -

Do not forget to save the form by pressing the “Save Form” button, or your changes
will be discarded!

Note: The “Save Form” button performs form validation as well.

Fill out all forms for which you are responsible.

For forms with spreadsheets, the total amounts are automatically calculated by the
system when the “Validate” button is pressed. Obviously the appropriate fields need
to be completed first.

Tip| Save early and often. Saving will also validate the form. Pay attention to
the time-out of the system: editing a form is not considered as an action of
the user, saving or validating the form will reset the time-out.
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1.6 Part B and Annexes

~ EPS5 FP7: Prepare Proposal - Windows Internet Explorer C =i
Bi-

& = | e e opes- 7 orgi piproposa Par s, jsp Lol WA ES

Ele  Edn Yew Favores ook  Hel

o - o Pro opes-.,. | @8 B -.. @ EPSS FPT: Propare P.. 2 - @ = (i Eage ~ £ Took -
. . European Commission

Wil anly PREHel mith PO

@ It 1000 -

1.6.1 PartB

For the proposal content (part B) you are requested to use exclusively PDF (“portable
document format”, compatible with Adobe Acrobat version 5 or higher, with embedded
fonts). Other file formats will not be accepted by the system. Both commercial and free
tools to convert files to PDF format are widely available on the WEB. Also zipped (or
otherwise compressed) archives will not be accepted (PDF is self-compressing, there is
no gain in zipping)._Technical problems resulting from the use of other formats may lead
to your proposal being excluded.

Unless otherwise specified in the call text, only one PDF file comprising the complete
technical annex (part B) can be uploaded. If annexes are permitted in the call text, they
may consist only of the requested information and documents as specified in the call
submission set. Further files with additional non required information (company
brochures, supporting documentation, reports, audio, video, multimedia etc.) will be
rejected during the evaluation of the proposal.

Tip| Do not use special characters in the file name. The system will prevent
you from uploading such files.
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Using only PDF format for submission of part B

Why?

This format for text documents is supported by the vast majority of computer platforms. The
advantage of saving as a PDF file is that the contents are "locked" and the original formatting
(margins, page breaks, etc.) will always be maintained when the file is printed. In addition, unlike
many common document formats, there are almost no viruses associated with PDF files. Allowing
proposers to submit in any possible format would require the Commission to maintain an arsenal of
software in different versions - and even then readability could not be guaranteed in 100% of the
cases.

How?

The possibility of converting a text file into PDF is integrated into some word processors. In case
this is not implemented in the word processor you are using, you can download special conversion
software (commercial software or downloadable freeware) from the web. Conversion into PDF is
the last step in preparing a document for submission; since PDF documents are "locked", they
cannot be edited like normal text files.

The format of part B of a proposal (the description of the content of the proposal) for the
specific call is specified in the so called “Part B Template” file. By clicking on the link
“Download Part B Template” the proposer downloads the template file (RTF format) and
uses it as a guide to structure the proposal Part B section appropriately. Open the template Part
B RTF file and edit it. Save the file, convert it to PDF and then add it to the proposal. The Part
B filename should not contain any special characters or spaces. It can only contain Latin letters
(a-2), digits (0-9), the underscore (_), the dash (-) and the dot (.) character.

Part B checklist:

- Part B is in PDF format (compatible with Adobe Acrobat version 5 or higher, with
embedded fonts)

- Filename ends in .pdf

- Filename does not contain any special characters or spaces

- The PDF Part B must not be encrypted and the parameter that prevents printing
must not be selected

- The proposal contains no unnecessary coloured or high resolution pictures. It will be
printed in Black and White at 300dpi for evaluation.

Once the Part B file is created, use the “Browse” button to locate the part B file.

Click on “Upload Proposal File” to upload the Part B file to the proposal.
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1.6.2 Annexes

For some particular actions, additional annexes can be required. In this case, you can use
the Annex Upload section to locate and upload them. You should not annex any other files
unless this is specifically requested in the Call Text or in the Call Submission Set.

For the Annex content the only supported format is PDF. The Annex filename should not
contain any special characters or spaces. It can only contain Latin letters (a-z), digits (0-9), the
underscore (), the dash (-) and the dot (.) character. The Annex filename must be different
from the Part B filename.

Note: In case of uploading annexes to the EPSS, please make sure that the name of the
annex file is NOT identical with the name of your part B file

Note: Before being saved to the EPSS database, the Part B and Annex files are checked for
viruses. If files are found to be infected they are rejected by the system and the user is
warned.

Upload your proposal early in the process and press the “submit” button.
Doing this ensures that an interim version of the proposal text (the part B) is
already present on the system. Remember that the system allows multiple
uploads of the proposal text and this facility should be used to avoid the call
closure rush.

In some rare instances, the proposal may be altered while in transit on the
Internet. To check that the uploaded file has been received unaltered, perform
a download of the part B.

Practice the conversion of the file to the PDF format. The conversion may
take an extended period of time if the page layout is complex or contains
graphics. There is no point in creating a PDF document with a resolution higher
than 300 DPI and in black and white. Nuances of grey may be reproduced but
should be avoided for legibility purposes.

Upon successful upload of a file the following screen appears:
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~ EP55 FP7: Prepare Proposal - Windows Internet Explorer

Ow- e o r OOEE] e
Ele Edit Yew Favorites JTook Help
w # [m[ e —" ... | #EPSS FPT: Propare .. % | f - B - - resse - @Tees -

* European C

EENTTTEITNTTTISTIEEE Chanae Fassword Check Validation Subimit Proposal Lot

T
PE= Goneral Proposal setun Part & T E— Histary
rart 8 uplaad

as baan uploaded an the FPSS %
1f your farms are ready, please press the subm
1 evaluated for the

Submit NOW Subma LATER

If the proposal is ready you should click on “Submit NOW” in order to submit it. If not,
then click on “Submit LATER” or any other of the Tabs in order to continue with its
preparation.
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1.7 Validation

~ EPS5 FP7: Submit Proposal - Windows Internet Explorer
e = |2 s i opes-Ro7 coafen vatdationCheck. jsp S Bl
Eile Edit Yew Fgeorites JTook |Help

o [Eai-lo Pro pmee L. St Pr.,. % f - @ s - |resge - O Took -

& Interrmt Sioow -

Click on this tab in order to validate the entire proposal. Possible errors are indicated
and can easily be found and resolved.

Please note that during the validation process Errors or Warnings may be reported. It is
still possible to submit a proposal, which has Warnings; it is NOT possible to submit a
proposal that has Errors.

~ EPSS FP7: Check Validation - Windows Internet Explorer IZ (= e
T e e S - = [+l Bl

B Edit  Yew Faeorms ook Hel

If you cannot locate validation errors please contact the EPSS help desk immediately
on +32 2 23 33 760 or support@epss-fp7.org.
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1.8 Submit Proposal

In order to complete the proposal submission the proposer must select the “Submit
Proposal” section (in fact it is to this section that a user is also directed when clicking on
the “Submit NOW” button). Without submission, all the uploaded data (Forms, Part B,
Annexes) are simply saved in the EPSS database without forming a proposal package
and without being recognized as a submitted proposal.

By clicking on the “Submit Proposal” button the screen that follows appears:

~ EPSS FP7: Submit Proposal - Windows Internet Explorer = %
D = |0 s e epse- AT cogUp A 0 L E MIEES al-
Eilo  Edit Yiew Fawormes  Tooks el

wr o (gafele Fro epes-. | B Py 2 - & -

European Commission

THE COMPETITIVENESS AND INNOVATION FRAMEWORK PROGRAMME
(ctp)

Press on “Press this button to submit the proposal”.

An automatic validation check will verify the proposal. If there are no validation errors,
the following will appear:

7 EPSS FP7: Submit Proposal - Windows Internet Explorer
T T TRy p— o = SIS Bilx

L e Pro spes- L £ - @ = | Eege = 0 Took =

ik — - = s e ot gmman b Bavibem | F
| mm—T——
THE COMPETITIVENESS AND INNOVATION FRAMEWORK PROGRAMME
- (CIP)
Ee Chack validation  EESCTITTNTITITIIESS 0 Logest
"

i'
:
5
5
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If you receive this screen, the proposal is successfully submitted. The proposal can be
modified and submitted up until the closure of the call. Each subsequent submission
overwrites the previously submitted version (earlier versions are not archived).

If there are blocking validation errors you’ll not be able to submit the proposal and get a
screen like the following:

/~ EPSS FP7: Submit Proposal - Windows Internet Explorer
= (B s e mpes- 7 crgicp b mise ol
Eile Edit Yew Faworses Took  Help
o [gal-lg Pros ey S P SR Py %

(cIP)

& intorot R

i

Tip
Simply uploading a new Part B file or modifying the A forms is not
sufficient; the “submit” button (as well as the buttons on the pages
that follow) need to be pressed in order for the changes to be
registered in the proposal package.

Pressing the “submit” button is similar to putting the envelope in the
mailbox.

Proposals or modifications that have not been submitted before the
deadline are not transferred for evaluation.
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1.9 The History

By clicking on the “History” Tab, the record of all the actions performed while using the
EPSS system appears. Thus it is possible for the coordinator to check when for example
Partner 2 updated his A2 form.

An example of the history record before proposal submission:

~ EPSS FP7: Prepare Proposal - Windows Internet Explorer

- |= a7 oo v.pe SN NS 2.
Bl Edit  Yew Favorites  Tools  Help

Bl | b= - L S FPT Prepare P, % B - B - resge -

What's nmer | Setm e | Do | FAG ]

T —
THE COMPETITIVENESS AND INNOVATION FRAMEWORK PROGRAMME
(cIp)
" Changs Ehack Validation [ — -
Clp=——===—""
— e Prapesal Seiue Fart A Factn —rT—
T Frodific ation history
s Date and tme Actian £ Farm modifind Hadified byt
RTINS aupme/2007 1549108 CET Form A3 ard moddied e
et 1 24/09/2007 15149107 CET Form A3 asd maddied Cardinatar
. 24/09/2007 15:40:5% CET Farm AZ AC moddied Cocrdinator
ey PA/O/Z007 15:48i52 CET Form A2 asd maddiad Cordinatar
TR T FAAWEO07 15140147 CET Farm a1 asd moddied Cocrdinator
wary pen TA/0WTO0T 1814038 CET Forem AZ AC crested ErEs
tre— FAAOBIO0T 15140138 CET Partner AL orested Conrdinator
Femamartation FaORIOOT AN ARLT CET Cracurment MATREXErondssl pi¥ modfied Casrdinatar
.ot FAMRZOOT 10 4TI03 CAT Farm A MC oreated et
—————TTE— TAOWTOOT 154703 CHT Partnar MC created Cosrdinator
Legal hase Mimes ail history Events
T —
o —Tr——
e

T TR

And after the submission:

~ EPSS FP7: Prepare Proposal - Windows Internet Explorer

[<I=5C vpan-17. y.no S e
Efe Edit Yww Fgvordes Jook Help

w o |gsf-le o Rt ] Prepare P.,. f2 - B & - reage - £ Took -

European Commission

ean Commission i
What's mew?

THE COMPETITIVENESS AND INNOVATION FRAMEWORK PROGRAMME
(c1p)

= Chanan Chack Validation Submit Propasal Lagut
p — Goneral 1 Proposal Setug Part & Part B T T I
histary
Futliy Date and time Action f Porm moditied Haditind by
247092007 15:80113 CET Frepesal subemeted Coardinatar
24/0%/2007 15150110 CET Farm A3 asd modified Coordinatar
F4/09/5007 1540 04 CHT Farm Az AC dalsted (L
— 24/0%/2007 15150104 CET Partnar AC deteted Coordinatar
Thirsd seuniries 240972007 15/50/03 CET Farm A3 MG delated erss
24/09/2007 15:80102 CET Partnar MC deleted Coordinatar
— 24/09/2007 1514918 CET Farm A3 asd madified Coardinatar
Wrmsaniat £4/09/2007 1514907 CHT Farm A3 asd momfied Conrdinatar
(e 24/00/2007 15:4015% CET Farm A2 AC modtied Conrdinatar
H=——— 24/09/2007 154053 CET Farm A2 asd madied Caardinatar
Lagal Wigse all histors £xents
E—T———
| m—r—
————
[
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2 EPSS Checklist

1. Access to the EPSSis provided via the respective CIP call page:
http://ec.europa.eu/enterprise/funding/files/themes 2007/calls_prop.htm

2. Go to the box “Prepare and submit a proposal for this call” — you will arrive at
the EPSS start page.

Click on “register” for ONLINE preparation and submission, fill in the
registration form and submit it.

The EPSS will send you by return email a username and password as proposal
coordinator. You will also receive a (different) username and password for
your co-partners.

3. Use the provided username and password to prepare and submit the proposal
(https://www.epss-fp7.org/cip/ )

4. Proposal Setup — Enter Participants,

5. Fill in the Part A Forms and save the forms,

6. Upload the Part B file (and annexes, if required) .
7. Validate the proposal.

8. SUBMIT THE PROPOSAL!

3 Note for Macintosh users

The combination of OSX and Microsoft Internet Explorer may cause problems while
uploading files. The directory delimiters which Internet Explorer uses are recognized as
“invalid characters” by the EPSS.

Better results can be obtained using the Mozilla Firefox Browser (you can download it
from http://www.mozilla.org/download.html). It handles the files without their pathname.

The Safari browser is NOT supported.

The Mac OS 9 is not supported.
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4 EPSS-EPT Frequently Asked Questions (FAQ)

EPSS support Contact details: support@epss-fp7.org / +32 2 233 3760
(from 08:00 to 20:00 CET)

A. General Questions:

What are my options for submitting a proposal?

What are the Minimum Requirements using for the EPSS application?

What is the difference between a Coordinator and a Partner?

Do | need to reqgister to use the EPSS system?

| have lost my password, what should | do?

How can | print a form?

What do the evaluators see?

Can | access EPSS directly (not via CIP website)?

| am in an EPSS form NOT idle filling the fields and the system ejected me saying that | was idle

for more than 30 minutes. | lost all the data I have filled in! Is that normal?

10. | am trying to fill the forms and the online help-hints obscure the field that | need to write in. What
can | do?

11. | try to open a form in PDF format and | get an error like “...Error opening document. File not
found....”. What can | do?

12. | am preparing several proposals concurrently, | am using different IE7 Tabs for the different
sessions and all my sessions are mixed up! Is that normal?

13. I have validation errors in the forms, how shall I fix them?

CEeNoOR~WNE

B. Coordinators:

How should I proceed as a coordinator? (Roadmap)

| have just registered and the system asks me to change my password. Is that normal?
| uploaded a wrong Part B, is it possible to delete it?

| uploaded a wrong Annex file, is it possible to delete it?

Is there any limitation on the size of the uploaded files?

When should | submit?

During submission the proposal validation check has failed. Can | still submit the proposal?
What happens with the filled in forms when | edit a partner in the list?

Which file format may | use for Part B?

10. Should I ZIP the Part B?

11. Are there any restrictions on file names?

12. May | annexe other files?

13. How can | check my submitted proposal?

14. | am stuck at a specific page of EPSS. What can | do ?

15. | have been ejected from the EPSS system. Is that normal?

N R~wWNE

C. Partners:

How should I proceed as a partner? (Roadmap)

Why | cannot edit the A1/ A3 forms?

How do | find my Part A form?

| cannot upload the Part B file.

Can | change my password?

| am trying to login but the system does not accept my password.

ourwhE
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Questions and Answers

A. General Questions:

1.

What are my options for preparing and submitting a proposal?
You can prepare and submit an application only online using the EPSS system.
What are the Minimum Requirements for using the EPSS application?

Proposers will access EPSS through Web Browsers.
The Minimum Requirements are:

e An SVGA screen, i.e. a screen with a resolution of 1024x768 pixels, small fonts Users
should not use the font scaling option that is available with some browsers to enlarge the
font size in the A forms, as this may lead to unpredictable results while visualizing the
forms

e A connection to the Internet

Internet Explorer 6.0 and above or

Netscape Navigator 7.0 and above or

Opera 6.0 and above or

Mozilla Firefox 1.0 and above or

Mac OS X Mozilla Firefox browser for Apple Macintosh users (Mac OS 9 is not

supported and Safari neither)

With respect to using the EPSS, what is the difference between a Coordinator and a
Partner?

e Coordinators register for a specific call, define the participants of the proposal, edit electronic
forms, send usernames and passwords to partners, upload Part B files/annexes and, finally,
they submit the proposal.

e  Partners use usernames and passwords for a specific call (that they receive from the
coordinator), edit their own forms and send their annexes to the coordinator. Partners can not
submit the proposal.

Do | need to register to use the EPSS system?

Only coordinators should register. Partners obtain the information to access the system from their
coordinators.

I have lost my password, what should | do?

You have to click on the “Forgot your password?” link in order to reset it to the original one. Note
that only coordinators can request new passwords. If you are a partner and forgot your password,
you should contact your coordinator.

How can | print a form on my printer?

It is not possible to print a form directly from the EPSS. You need to download the desired form
first as a PDF file. To download a specific form, tick the corresponding “DOWNLOAD (PDF)”
box next to the form. Then click the download button and follow the onscreen instructions. Once
the form is downloaded, you will be able to print it provided you have the Adobe Acrobat
Reader installed on your machine.
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10.

11.

12.

13.

What do evaluators see?

All proposals are printed in black and white at a resolution of 300dpi (dots per inch) before
evaluation. You should download your proposal and check particularly the legibility of pictures
and diagrams under these conditions and readability of the text.

Can | access EPSS directly (not via CIP web site)?

Yes it is possible to bypass the CIP call page once you have obtained a username and password.
The URL to connect is: https://www.epss-fp7.org/cip/

I am in an EPSS form NOT idle filling the fields and the system ejected me saying that | was
idle for more than 30 minutes. | lost all the data | have filled in! Is that normal?

If the “Save” or “Validate” buttons are not pressed, the system considers the user idle because
there is interaction with the system only when those buttons are pressed. Make sure that you save
the form you are filling OFTEN.

I am trying to fill the forms and the online help-hints obscure the field that | need to write in.
What can | do?

You have probably moved from one field to another using the Tab key and not the mouse. The
hints appear/disappear based on the mouse movements NOT based on the field selection. Move
your mouse on the screen and the help-hint that obscures the field will go away.

I try to open a form in PDF format and | get an error like “...Error opening document. File
not found....” What can | do?

It has been observed that certain PC configurations may lead to the inability to open online the
form in PDF format. The exact reason is not yet clear, but it is probably related to the PC security
policies combined with the cache settings for HTTPS sessions. A work around solution is to save
the form locally on the PC in PDF format and then open it.

I am preparing several proposals concurrently, I am using different IE7 Tabs for the
different sessions and all my sessions are mixed up! Is that normal?

Due to the way that several browsers handle the cookies that are used by JAVA applications to
identify user sessions, it may happen to have interference between sessions which are initiated on
different tabs. Typical examples of applications that suffer from interferences are the ones that use
login credentials to identify different sessions (EPSS is such an application). The browser cannot
handle the different login sessions if they are opened on different Tabs; it can only differentiate
them when they are opened on different browser windows. IF YOU HAVE TO PREPARE
MULTIPLE PROPOSALS, YOU MUST USE DIFFERENT BROWSER WINDOWS, NOT
TABS.

I have validation errors in the forms, how shall | fix them?

At the bottom of each form the validation errors are listed. Make sure that ALL fields have values,
as all of them are mandatory. If you need to introduce a value in a field that has no meaning, use
the “-* or “0” values (if the field is character or number respectively). Especially in the A3, only

integer numbers are accepted, without spaces, “,” or “.”.
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B. Coordinators:
1. How should I proceed as a coordinator? (Roadmap)

Coordinator steps:

1. Register via the CIP website:
http://ec.europa.eu/enterprise/funding/files/themes 2007/calls prop.htm
Login to access the online EPSS.

Change the passwords for the coordinator and the partners.

Send the usernames and passwords to the partners.

Set up the proposal by entering the number of participants, their participant id, name and
email addresses.

Edit Part A forms.

Edit and upload the Part B file.

Upload other annexes, if required.

9. Validate proposal to ensure basic checks are satisfied.

10. Submit the proposal.

11. Logout.

arwn
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2. | have just registered and the system asks me to change my password. Is that normal?

Yes, the first time you login, the system asks you to change the coordinator’s and partner’s
passwords for security reasons.

3. luploaded a wrong Part B, is it possible to delete it?
You cannot delete a Part B file but you can overwrite it. If you upload another Part B file the
previous one will be overwritten. Please remember that you must re-submit (press the SUBMIT
button) after you have uploaded the new part B.

4. 1 uploaded a wrong Annex file, is it possible to delete it?

Yes it is possible to delete Annex files. Please note that Annex files are only permitted where they
are specifically requested in the call text. All others will be ignored.

5. Is there any limitation on the size of the uploaded files?

In order to have a fast upload process and avoid possible timeout errors, it is recommended not to
upload very big files. To keep sizes down, make sure that your Part B file is in PDF, avoid colour
and unnecessary high resolution pictures and graphs. The average size of a proposal is 2MB. You
should aim to restrict your proposal to under 8MB, and under no circumstances try to upload a file
larger than 10 MB.

6. When should | submit?
You may submit your proposal at any time before call closure. As soon as you have a consolidated
version you should submit it! You may continue to improve the proposal and re-submit the
improved version as often as you wish up to the call closure. The submission takes place by
clicking on the “Submit” button, simply uploading or saving data is not sufficient! Do not tempt

fate by waiting until the last moment!

7. During submission the proposal validation check has failed. Can I still submit the proposal?
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10.

11.

12.

13.

It depends on the reasons for the failure. The proposal validation check could have warnings (e.g.
non mandatory fields left blank) or errors (e.g. missing Part B, missing A forms, blank mandatory
fields left blank). In the former case you can continue the proposal submission and also provide
some comments regarding the warnings. In the latter case the submission is not possible.

What happens with the filled in forms when | edit a partner in the list?

e Deleting a Participant: The Participant Numbers and the Participant Types remain unchanged
and the order of participants is adapted.
Note: when deleting a Participant, all associated Part A forms are deleted as well. For
example, when deleting Partner 5, the A2 form for Partner 5 will also be deleted. Make sure
that you save the A3 form after adding or deleting partners.

e Moving a Partner to another position: Use this function to either re-arrange the
participant order. The Participant number will be modified automatically to reflect the
change.

Note: when moving Partners, the associated Part A forms are automatically modified to
indicate the new Participant number.

e Adding a Participant: A new Participant is added at the end of the list of participants, a new
A2 and an extra row in the A3 is added automatically by the system.

Which file format may | use for Part B?

For the proposal content (part B) you must use exclusively PDF (portable document format,
compatible with Adobe Acrobat Reader version 5 or higher, with embedded fonts). Other file
formats will not be accepted by the system. Both commercial and free tools to convert files to PDF
format are widely available on the Internet. Zipped (or otherwise compressed) archives will not be
accepted (PDF is self-compressing, there is no gain in zipping). Most calls allow only one PDF
file comprising the complete technical annex (part B) to be uploaded. You should check the call
text and call submission set before uploading any annex. (Please note that un-requested
information such as company brochures, etc. will be ignored.) Any annexes uploaded must also
use exclusively PDF (“portable document format", compatible with Adobe Acrobat version 5 or
higher, with embedded fonts).

The PDF Part B must not be encrypted and the parameter that prevents printing must not be
selected

Should I ZIP the Part B?
NO! PDF files are already compressed. Send the Part B only in PDF format.
Are there any restrictions on file names?

Use only alpha-numeric characters and the “_” character. Do not use spaces and do not use any
special characters such as /, \, *, punctuation characters etc..

May | annex other files?
Do not annex any other files as those specifically requested in the call text or call submission set.

How can I check my submitted proposal?
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14.

15.

After you have submitted, you are advised to download the proposal and print it in black and white
at 300 dpi resolution — Check the result: this is how your proposal will be seen by the evaluators.

| am stuck at a specific page of EPSS. What can | do?

Clean the Internet browser temporary files (cache) and cookies. Close your browser. Restart your
session in a new Internet browser window. If the problem persists contact the EPSS Helpdesk
without delay.

I have been ejected from the EPSS system. Is that normal?

The EPSS system automatically disconnects users that have been inactive for more than 30
minutes. Being active means clicking on “buttons” (performing a validate, save or submit
operation, adding or deleting partners); entering data into the electronic forms is not accounted for.
You are advised to save the form early and often. If this does not explain the reason for being
ejected from the system, contact the EPSS Helpdesk without delay.

Partners:

1.

How should I proceed as a partner? (Roadmap)

Partner steps:

Receive username and password from the coordinator.
Login for accessing the EPSS.

Edit your Part A2 form.

Validate your Part A2 to ensure basic checks are satisfied.
Logout.

arwnE

Why can | not edit the A1/ A3 forms?
Individual partners can only edit forms that apply to themselves such as A2. Only the proposal
coordinator can edit all the other forms.

How do I find my Part A form?
After logging in, navigate to the Part A tab and edit the form that indicates your name as provided
by the coordinator.

I cannot upload the Part B file.
Only the coordinator has the permission to upload Part B files. The partners can only download the
files.

Can | change my password?
No, only the coordinator can change passwords.

I am trying to login but the system does not accept my password.
Contact the proposal coordinator to check if he/she has changed the partner’s password.
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